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MASTERING
EXCEL: A
COMPREHENSIVE
GUIDE WITH QUIZ
QUESTIONS AND
ANSWERS

M i c r o s o f t  E x c e l
remains  one  of  the
most  powerful  and
widely used tools in the
b u s i n e s s  w o r l d .
Whether  you  are  a
s t u d e n t ,  a  d a t a
analyst ,  a  pro ject
m a n a g e r ,  o r  a n
entrepreneur,  your
abil ity  to  navigate
s p r e a d s h e e t s
efficiently  can

significantly  impact
your  productivity.  One
of the best ways to test
and sharpen your skills
is  by  working through
targeted  Excel  quiz
q u e s t i o n s  a n d
a n s w e r s .  T h i s
approach  not  only
reinforces your existing
knowledge  but  also
uncovers  gaps  you
m i g h t  n o t  h a v e
realized  existed.
In this article, we have
curated  a  diverse  set
of  quiz  questions  that
cover  everything  from
basic  navigation  to
advanced  formulas.
These  questions  are
designed  to  challenge
b e g i n n e r s  a n d
seasoned  users  alike.
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As  you  work  through
them,  you  will  gain  a
deeper  understanding
of  Excel's  capabilities
and learn how to apply
them  in  real-world
scenarios.  Let  us  dive
i n t o  t h e  w o r l d  o f
spreadsheets  and  put
your knowledge to the
test.

WHY USE EXCEL
QUIZ QUESTIONS
AND ANSWERS
FOR LEARNING?

Reading  about  Excel
functions is useful, but
active  recall  through
quizzing  is  far  more
effective  for  long-term
retention.  When  you
engage  with  Excel
quiz  questions  and
answers,  you  force
your  brain  to  retrieve
information  actively.
This strengthens neural
pathways and makes it
easier  to  recall  that
information  when  you
are actually working on

a spreadsheet.

Benefits
of
Regular
Self-
Testing
Incorporating  quizzes
into  your  learning
routine  offers  several
advantages.  First,  it
provides  immediate
feedback  on  your
current  ski l l  level.
Second,  it  helps  you
identify  specific  areas
where you need more
pract ice.  Thi rd,  i t
breaks  down  a  vast
subject  like  Excel  into
manageable,  testable
chunks.  F inal ly,  i t
makes  learning  more
interactive  and  less
monotonous  than
s i m p l y  r e a d i n g  a
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manual.

Identifies
Knowledge
Gaps: You
quickly see which
topics you have
mastered and
which ones need
more attention.
Boosts
Confidence:
Successfully
answering
questions
reinforces your
ability to use
Excel effectively.
Improves
Speed: Regular
practice helps
you recall
shortcuts and
functions faster
during real work.
Encourages
Exploration: A
challenging
question might
prompt you to
research a
function you
have never used

before.

BASIC EXCEL QUIZ
QUESTIONS AND
ANSWERS

If you are new to Excel
o r  s imp ly  want  to
r e f r e s h  t h e
fundamentals,  these
q u e s t i o n s  c o v e r
essential  operations.
Understanding  these
basics is crucial before
moving  on  to  more
complex  topics.

Question
1: What
is the
intersecti
on of a
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row and a
column

called?
Answer:  A  cell.  Each
cell  is  identified  by  a
unique reference, such
as A1 or B4, where the
letter  represents  the
c o l u m n  a n d  t h e
number represents the
row.

Question
2: Which
function
adds up a
range of

numbers?
Answer:  The  SUM
function.  For  example,
=SUM(A1:A10) adds all
numbers  from cell  A1
to A10.

Question
3: How
do you
select an
entire
row in
Excel?
Answer:  Click  on  the
row number on the left
side of the worksheet.
Alternatively,  you  can
use  the  shortcut  Shift
+ Spacebar.
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Question
4: What
does the
"Fill
Handle"
do?
Answer :  The  F i l l
Hand le  i s  a  sma l l
square at  the bottom-
r i g h t  c o r n e r  o f  a
selected cell.  You can
drag  it  to  copy  the
cell's  content  or  fill  a
series, such as dates or
numbers, into adjacent
cells.

Question
5: What

is the
default
file
extension
for an
Excel
workbook
?
Answer:  .xlsx.  Older
versions of Excel used
the .xls extension.

INTERMEDIATE
EXCEL QUIZ
QUESTIONS AND
ANSWERS

O n c e  y o u  h a v e
mastered the basics, it
is time to move on to
more  powerful  tools.
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These questions cover
log ica l  funct ions,
lookup  functions,  and
data visualization.

Question
6: What
does the
VLOOKUP
function
do?
Answer:  VLOOKUP
searches for a value in
the  first  column  of  a
table  and  returns  a
value in the same row
from  a  column  you
specify.  For  example,
= V L O O K U P ( 1 0 2 ,
A2:C10,  3,  FALSE)
looks for the value 102
i n  c o l u m n  A  a n d
r e t u r n s  t h e
corresponding  value

from  column  C.

Question
7: Which
function
would
you use
to count
cells that
contain
numbers?
Answer:  The  COUNT
function. If you want to
count cells that meet a
specific  condition,  use
COUNTIF.  For  multiple
c o n d i t i o n s ,  u s e
COUNTIFS.



Excel Quiz Questions And Answers 7

7

Question
8: How
can you
freeze
the top
row so it
remains
visible
when

scrolling?
Answer:  Go  to  the
View  tab  and  c l ick
"Freeze  Panes."  Then
select  "Freeze  Top
Row."  This  keeps  the
header  row  visible  as
y o u  s c r o l l  d o w n
through  your  data.

Question
9: What
is a
PivotTabl
e used
for?
Answer:  A  PivotTable
is  a  powerful  tool  for
s u m m a r i z i n g ,
a n a l y z i n g ,  a n d
p resen t i ng  l a rge
amounts  of  data.  You
can  quickly  create
c r o s s - t a b u l a t i o n s ,
ca lcu late  sums  or
averages,  and explore
pa t te rns  w i thou t
w r i t i n g  c o m p l e x
formulas.
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Question
10: Which
function
returns
the
current
date and

time?
Answer:  The  NOW
function.  It  updates
e v e r y  t i m e  t h e
w o r k s h e e t  i s
recalculated.  If  you
only  need the  current
date,  use  the  TODAY
function.

ADVANCED EXCEL
QUIZ QUESTIONS

AND ANSWERS

These  questions  are
designed  for  power
users  who  work  with
complex  data  models,
macros,  and  array
formulas.

Question
11: What
is the
differenc
e
between
absolute
and
relative
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cell
reference

s?
Answer:  A  relative
reference  (e.g.,  A1)
changes  when  you
copy  the  formula  to
a n o t h e r  c e l l .  A n
absolute  reference
(e.g.,  $A$1)  remains
constant  no  matter
where  you  copy  the
f o r m u l a .  M i x e d
references (e.g., $A1 or
A$1) lock only the row
or column.

Question
12: How
can you

record a
macro in
Excel?
Answer:  Go  to  the
V i e w  t a b ,  c l i c k
"Macros,"  and  then
select "Record Macro."
Perform  the  actions
you want to automate,
t h e n  c l i c k  " S t o p
Recording." The macro
is  saved  and  can  be
replayed anytime.

Question
13: What
does the
INDEX-
MATCH
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combinati
on do
that
VLOOKUP

cannot?
A n s w e r :  I N D E X -
MATCH is more flexible
than  VLOOKUP.  It  can
look up values in  any
column  (not  just  the
first),  it  can  return
values from either side
of  the lookup column,
and  i t  is  general ly
f a s t e r  o n  l a r g e
datasets.

Question
14: What

is an
array
formula
and how
is it
entered?
Answer:  An  array
formula  per forms
multiple  calculations
on one or more items
in an array. In modern
Excel (365 and 2021),
you simply press Enter.
In  older  versions,  you
had  to  press  Ctrl  +
Shift  + Enter to enter
an array formula.

Question
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15: What
is the
purpose
of the
"Data
Model" in

Excel?
Answer:  The  Data
Model  allows  you  to
build  relationships
between  mul t ip le
tables and create more
s o p h i s t i c a t e d
P ivo tTab les .  I t  i s
essential  for  working
with  large  datasets
from  different  sources
w i t h o u t  u s i n g
VLOOKUP  formulas.

FORMULA AND

FUNCTION BASED
QUIZ QUESTIONS

Formulas are the heart
of  Excel.  Test  your
understanding  of  how
to  combine  functions
f o r  p o w e r f u l
calculations.

Question
16: Write
a formula
that
returns
"Pass" if
cell B2 is
greater
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than 70
and "Fail"
otherwise

.
Answer:  =IF(B2>70,
"Pass",  "Fail").  The  IF
function evaluates  the
condition  and  returns
one  value  if  true  and
another if false.

Question
17: How
would
you
calculate

the
average
of the top
5
numbers
in a
range
A1:A100?
A n s w e r :
=AVERAGE(LARGE(A1:
A100,  {1,2,3,4,5})).
The  LARGE  function
returns the k-th largest
value, and combining it
w i t h  A V E R A G E
calculates the mean of
those five values.
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Question
18: What
does the
TRIM
function

do?
A n s w e r :  T R I M
removes  extra  spaces
from  text  except  for
single spaces between
w o r d s .  T h i s  i s
extremely  useful  for
cleaning data imported
from other systems.

Question
19: How

do you
combine
text from
two cells
into one?
Answer:  Use  the  &
o p e r a t o r  o r  t h e
C O N C A T E N A T E
function.  For  example,
= A 1  &  "  "  &  B 1  o r
=CONCATENATE(A1,  "
", B1). In modern Excel,
y o u  c a n  a l s o  u s e
TEXTJOIN  or  simply
=A1  &  B1.

Question
20: What
is the
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differenc
e
between
SUMIF
and

SUMIFS?
Answer:  SUMIF  adds
cells based on a single
condition. SUMIFS adds
cells based on multiple
c o n d i t i o n s .  F o r
e x a m p l e ,
= S U M I F S ( C 2 : C 1 0 ,
A2:A10,  "Product  A",
B2:B10,  "East")  sums
values  in  column  C
where  column  A  is
" P r o d u c t  A "  a n d
column B is "East".

SCENARIO BASED
EXCEL QUIZ

QUESTIONS

These questions mimic
real-world  business
problems  and  require
y o u  t o  c o m b i n e
multiple  skil ls.

Scenario
1: Sales
Data
Analysis
You have a table with
sales  data  including
columns  for  Date,
Salesperson,  Region,
and Amount. You need
to  find  the  total  sales
for the West region in
J a n u a r y .  W h i c h
c o m b i n a t i o n  o f
functions  would  you
use?
Answer: You could use
S U M I F S  w i t h  t w o
condit ions:  region
equals  "West"  and
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month equals  January.
I f  the  dates  are  in
column  A,  you  could
w r i t e :
=SUMIFS(D2 :D100 ,
C2:C100,  "West" ,
A 2 : A 1 0 0 ,
" > = 1 / 1 / 2 0 2 5 " ,
A 2 : A 1 0 0 ,
" < = 1 / 3 1 / 2 0 2 5 " ) .
Alternatively,  use  a
PivotTable  for  a  more
dynamic solution.

Scenario
2:
Employee
Database
You  have  a  l i s t  o f
employees  with  their
Employee  ID,  Name,
Depar tment ,  and
Salary.  You  want  to
look  up  the  salary  of
Employee  ID  1053
quickly. Which function
is most efficient?

A n s w e r :  I N D E X -
MATCH  or  XLOOKUP.
F o r  e x a m p l e ,
= X L O O K U P ( 1 0 5 3 ,
A2:A100,  D2:D100)
returns  the  salary  for
t h a t  e m p l o y e e .
X L O O K U P  i s  t h e
modern  replacement
for both VLOOKUP and
HLOOKUP.

Scenario
3:
Gradeboo
k
You  have  a  l i s t  o f
student  scores  and
need to assign a letter
grade  based  on  the
following scale: 90+ =
A, 80-89 = B, 70-79 =
C, 60-69 = D, below 60
= F.  How can you do
this automatically?
Answer: Use a nested
IF  function  or  the  IFS
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function.  For example:
=IFS(A1>=90,  "A",
A1>=80, "B", A1>=70,
"C",  A1>=60,  "D",
TRUE,  "F").  The  IFS
function is cleaner than
nested IFs.

KEYBOARD
SHORTCUTS EVERY
EXCEL USER
SHOULD KNOW

Knowing  keyboard
s h o r t c u t s  c a n
dramatically  improve
your  efficiency.  Here
are  some  essential
ones  to  remember:

Ctrl + C / Ctrl +
V: Copy and
paste.
Ctrl + Z / Ctrl +
Y: Undo and
redo.
Ctrl + Arrow
Keys: Jump to
the edge of the
data region.
Ctrl + Shift + L:
Toggle filters on
and off.

F2: Edit the
active cell.
F4: Toggle
between
absolute and
relative
references when
editing a
formula.
Ctrl +
Spacebar:
Select an entire
column.
Shift +
Spacebar:
Select an entire
row.
Alt + =: Insert
the SUM function
automatically.
Ctrl + T:
Convert a range
into a table.

COMMON
MISTAKES TO
AVOID IN EXCEL

Even  exper ienced
users  make  errors.
B e i n g  a w a r e  o f
common  pitfalls  can
save  you  t ime  and
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frustration.

Merging Cells:1.
While merging
looks neat, it
often causes
problems with
sorting, filtering,

and formulas.
Use "Center
Across Selection"
instead.
Hardcoding2.
Values: Avoid
typing


